
CMIPS II and You: 
New Timesheets  

&  
Payroll Processing for 

IHSS Providers 



What does CMIPS II  
mean to IHSS Providers? 

• The Case Management Information and 
Payrolling System II (CMIPS II) is the new 
computer system used by In-Home 
Supportive Services (IHSS) and the Public 
Authority (PA). 

• New IHSS timesheet with new rules to 
complete. 

• New timesheet processing system. 



New IHSS Timesheet – Front 



New IHSS Timesheet – Back 



The correct way to fill out  
the new timesheet 

• Detach paystub 
from timesheet 
before putting in 
envelope 

• Computer will not 
process timesheet 
with attached 
paystub 



Timesheet Do’s 

When completing your timesheet remember to: 
• Use BLACK ink only. 
• Record the actual hours and minutes worked 

daily. 
• The Provider and Recipient must SIGN and 

DATE the timesheet. 
• The Recipient will sign and date the timesheet 

after the Provider has worked the assigned 
hours. 



Timesheet Don’ts 
• Do not write in the boxes that have been grayed out on 

the timesheet. 
• Do not write an “X” in the boxes that are blank. 

– Leave boxes blank for days you did not work. 
• Do not write “H” in the boxes for days the recipient is 

in the hospital. 
• Do not write notes or comments on your timesheet. 
• Do not write notes to the Social Worker on your 

timesheet…remember timesheets will be sent the State 
Timesheet Processing Facility in Chico, CA. 

• Address changes will no longer be reported on the 
timesheet. 



Mailing Timesheets 
When mailing timesheets, remember that: 
•  Only one timesheet per envelope will be accepted. 
•  Exact postage and return address are required on each timesheet envelope. 

-Timesheets without exact postage will be returned to sender. 
-Timesheets without exact postage and no return address will be sent to 
“dead mail” by the State Timesheet Processing Facility in Chico, CA, and 
considered lost timesheets. 

•  Timesheets must be completed and mailed timely, as they expire. 
-  Checks also expire, and must be cashed or deposited timely. 



Timesheet Lost?  Damaged? 
Need a Replacement? 

• Request a replacement timesheet by 
submitting the Replacement Timesheet 
Request form (IHSS TSR 8 E/S). 
– The Replacement Timesheet Request form can be: 

• Picked up in your local DAAS office, 
• Mailed to you at your request, or 
• Printed from the DAAS or PA website. 

• The replacement timesheet will be mailed to 
you. 



IHSS Replacement Timesheet Request Form 
(IHSS TSR 8 E/S) 



Early Timesheets 

Please do not mail timesheets before the end of 
the pay period. 

Early timesheets will be: 
• Returned by the Timesheet Processing Facility 

and a new timesheet will have to be 
completed. 

• This will cause a delay in your payment. 
 



What to Do If You Move 
Complete and submit an IHSS Change of Address 

form (SOC 840). 
• The IHSS Change of Address form (SOC 840) can be: 

– Picked up in your local DAAS office, 
– Mailed to you at your request, or  
– Printed from the DAAS or PA website. 

• The IHSS Change of Address form (SOC 840) can be 
submitted to your local DAAS office by: 
– Dropping it off in person, or 
– Mailing it.  

• Checks will not be forwarded. 



IHSS Change of Address Form (SOC 840)  



What Is New About the  
Timesheet Process? 

• Computers cannot read timesheets like 
people can read them. 

• Computers will reject timesheets it 
cannot read. 

• IHSS providers must fill out new 
timesheets VERY CAREFULLY to avoid 
payment delays. 



How Long Will It Take to Be Paid? 
• Paychecks will still be issued within 10 working 

days.  
– The 10 days begins the day the timesheet is 

received by the Timesheet Processing Facility 
in Chico. 

• IHSS Timesheet Processing Facility 
 PO Box 2380 
 Chico, CA 95927-2380  

• Paychecks will continue to be mailed from 
Sacramento (allow at least 2 – 3 days after the 
day the paycheck is issued). 



Paycheck Status 

Worried that your timesheet may not  
have been received? 

• Please wait 10 business days after mailing the 
timesheet before contacting the Paycheck 
Customer Service Hotline at 1-800-722-4595. 

• Please do not call the IHSS Social Worker to 
request a timesheet or paycheck status. 



Timesheet Entry Practice #1 



Timesheet Entry Should Look Like This: 



Timesheet Entry Practice #2 



Timesheet Entry Should Look Like This: 



Questions? 

Notes:  ___________________________________________________________ 
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